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APPENDIX 4G-1 

 

REASSIGNMENT - MANAGEMENT INITIATED OR EMPLOYEE REQUEST 

CHECKLIST 

 

 

SF 52 - Reassignment 

 

 

1.  The reason for the request should be entered in the remarks section, Part D. 

 

2.  Signatures:  Part A 

 

Block 5.  Signature of immediate supervisor or employee if action is at employee's request. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in chain of command 

and for signatures of individuals in the gaining unit and major command.  AO of major com-

mand must sign in block 6. 

 

3.  To assure that the excepted technician is assigned to a compatible military position, the fol-

lowing statement must be entered in Part D of the SF 52:  "(Enter rank/name of technician) will 

be assigned to the compatible position of (Enter position title, occupational skill, and unit), prior 

to the effective date of this action.  Future military assignments of this technician will be coor-

dinated with AL-HRO prior to effecting the action." 

 

4.  There must be a valid reason for a management-directed reassignment and this reason must 

be fully documented in remarks of SF 52. 

 

5.  Submit original only.  
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APPENDIX 4H - 1 

 

CHANGE TO LOWER GRADE - MANAGEMENT INITIATED 

CHECKLIST 

 

 

SF 52 - Change to Lower Grade - Management Initiated (must be action due to adverse 

action procedures or mission requirements. 

 

 

1.  SF 52 should be submitted to AL-HRO with a copy of the letter, Decision to Change to 

Lower Grade in adverse action cases. 

 

2.  The reason for the request should be entered in the remarks   

section. 

 

3.  Signatures:  Part A   

 

Block 5.  Signature of immediate supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in chain of command, 

and the commander of the gaining unit. AO of major command must sign in block 6. 

 

4.  To assure that the excepted technician is assigned to a compatible military position, the fol-

lowing statement must be entered in Part D of the SF 52:  "(Enter rank/name of technician) will 

be assigned to the compatible position of (Enter position title, occupational skill, and unit), prior 

to the effective date of this action.  Future military assignments of this technician will be coor-

dinated with AL-HRO prior to effecting the action." 

 

5.  Submit original only.  
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APPENDIX 4I-1 

 

CHANGE TO LOWER GRADE AT TECHNICIAN'S REQUEST 

CHECKLIST 

 

 

SF 52 - Change to Lower Grade - (at technician's request) 

 

 

1.  The reason for the request should be entered in the remarks section, Part D.  Request for 

change to lower grade must be coordinated with losing and gaining organizations. 

 

2.  Signature:  Part A 

 

Block 5.  Signature of individual. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in chain of command 

and for signatures of individual in the gaining unit and major command.  AO of major com-

mand must sign block 6. 

 

3.  To assure that the excepted technician is assigned to a compatible military position, the fol-

lowing statement must be entered in Part D, of the SF 52:  "Selectee is a member of (enter unit 

of assignment), and holds the military grade of (enter rank/grade).  Selectee is assigned to the 

compatible position of (enter position title, occupational skill), as required by current NGB 

compatibility criteria.  Future military assignments (either unit, grade, or MOS/AFSC/OS) of 

this technician will be coordinated with the Human Resources Office prior to effecting the ac-

tion." 

 

4.  Submit original only. 
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APPENDIX 4J-1 

 

DETAIL 

CHECKLIST 

 

 

SF 52 - Detail - NTE (enter date detail will expire) 

 

 

1.  A detail is the temporary assignment of a technician to a different position, normally at the 

same grade.  Details will be limited to increments of one hundred twenty (120) days not to ex-

ceed a total of 12 months.  A detail to a higher grade position will be accomplished only when 

there are compelling reasons. 

 

If a detail to a higher grade position is for more than one hundred twenty (120) days, it must be 

done under merit placement procedures.   

 

2.  Thorough justification for the detail will be entered in the remarks section. 

 

3.  Do not use this example for a temporary promotion.  If the detail is to a higher grade posi-

tion and the technician is to be given a temporary promotion use the checklist for temporary 

promotion, Appendix 4L-1. 

 

4.  Signatures:  Part A 

 

Block 5.  Signature of immediate supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

For ARNG Units a Memorandum/Letter may be used for signatures of other individuals in the 

chain of command. 

 

5.  Submit original only 
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APPENDIX 4K-1 

 

TERMINATE DETAIL 

CHECKLIST 

 

 

SF 52 - Terminate Detail 

 

 

1.  Signatures:  Part A 

 

Block 5.  Signature of immediate supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

For ARNG Units a Memorandum/Letter may be use for signatures of other individuals in the 

chain of command. 

 

2.  The reason for the termination should be shown in Part D. 

 

3.  Submit in original only 

Appendix 4K-1 
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APPENDIX 4L-1 

 

TEMPORARY PROMOTION 

CHECKLIST 

 

 

SF 52 - Temporary Promotion 

 

 

1.  A temporary promotion must be for a period of at least thirty (30) days.  A temporary pro-

motion for more than one hundred twenty (120) days must be announced and filled through 

merit placement procedures. 

 

2.  Enter thorough justification for the temporary promotion in Part D of the SF 52.  A tempo-

rary promotion cannot create a grade inversion situation. 

 

3.  A technician selected for a temporary promotion shall be given advance notice of the reasons 

the promotion is temporary, the expected duration, and his right to return to his position when 

the period of temporary promotion ends.  A sample memorandum and acceptance statement is 

attached.  A copy of the memorandum and a copy of the signed acceptance statement will be 

attached to the SF 52. 

 

4.  Signatures:  Part A        

 

Block 5.  Signature of immediate supervisor. 

 

Block 6.  Signature of the individual responsible for manning/ceiling control. 

 

A Memorandum/Letter may be used for signatures of other individuals in the chain of com-

mand. 

 

5.  Submit original only.  

Appendix 4L-1 
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UNIT LETTERHEAD 

 

 

OFFICE SYMBOL                                                                                                                                            DATE 

 

 

MEMORANDUM FOR:  SFC John H. Smith, Unit Address 

 

SUBJECT:  Temporary Promotion 

 

 

1.  You have been selected for a temporary promotion to the position of Automotive Worker Foreman, R8115000, 

WS-5823-09, during the absence of the incumbent CW3 Jessie A. Blow.  Mr. Blow is currently attending school 

and is expected to return to his duties on or about 28 April 2010. 

 

2.  You will be returned to your permanent position of Automotive Worker, R8109000, WG-5823-09, either upon 

Mr. Blow’s return from school or when you are no longer needed in the higher grade. 

 

3.  This temporary promotion is for a period not to exceed 27 April 2010; however, you may be terminated at an 

earlier date should the incumbent return to this position sooner than anticipated. 

 

AUTHORITY LINE: 

 

 

 

 

                                                                                             JOHN H. DOE 

                                                                                             CPT, SC, AL ARNG 

                                                                                             Admin Officer 

 

Appendix 4L-3 
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(DATE) 

 

 

 

STATEMENT 

 

 

I wish to accept the temporary promotion to Automotive Worker Foreman, R8115000, WS-5823-09. 

 

I understand that this promotion is not permanent and that I will be returned to my regular position, grade and step 

either upon return of incumbent from service school or when I am no longer needed in the higher grade. 

 

 

 

 

                                                                                            ____________________________ 

                                                                                            (Signature) 

Appendix 4L-4 


